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Commercial Biploma Examination 


RAPID CALCULATION 
Time — 30 minutes 


INSTRUCTIONS: 


Grade IX do problems 1 to 10 
Grade X do problems 1 to 12 
Grade XI do problems 1 to 14 


1. Addition 
7286 
4297 
8563 
5463 
9654 
4985 


—$$<—_$$=$—— 


niet 


——__—— 


2. Subtraction 


95397 
67758 





—<—<——————— 


3. Multiplication 


3487 


— 
—_—_—— 
——_——_ 


7543 


— 
————$—$—<— 
—_—— 
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6876 
oy 


.-BTAB- 


"TA92 


6365 


5323 


—————— 


—_—— 
=< _——— 


9354946 
2886387 


89547 


|. 


3982 
12 


—_————_— 
—_—_———— 


4. Divide, showing your answers as in the example: 
7) 210763 


6) 76954 
12825 - 4 





9) 854069 


8) 76954 


[OVER] 


5. Multiply (It is faster to use short methods) 


(a) 2864 x 25. = (0) 934° x45 = 
750 <x 662 = 202xX ooe—= 
3098eal ee 1A? Doe 


6. Find the value of: 
78 yds. at 34 cents 
124 yds. at 24 cents 
279 yds. at 113 cents 
738 yds. at 162 cents 
Total 


L- 


I Wd 


a) 


7. (a) 472 + 542% + 36% 
(b) 824 + 354 — 413 
(c) & of 124— 


| 


8. (a) §+ 25 = (c) 22 x 84 + 23 — 
(b) 8§ +23 = (d) 3X 102 = 


9. Calculate: 


(a) .0389)2784.6 — 8.6457 XK 8.5 = 
4.98 + 5.3 — 6.852 = 
71352.26 — 279.6777 = 


(b) Complete the following table by giving the 
equivalents: 


Vulgar 
Fractions Per cent 
834 
1/16 
162 
5/19 


10. (a) Find the net amount of this bill: 
6 tables at $25.50 
8 chairs at 6.50 
4 cabinets at 12.00 
3 radios ‘at’ 17.75 
Total 
Less 25% 
Net Amount 


Hl dd 


(b) Find each answer to the nearest cent: 
5% of $941 — 
64% of $480 — 
4.6% of $350 — 
124% of $1943 — 


GRADE IX ENDS HERE 
1l. (a) My father bought an automobile priced at 


$1740. He paid 374% cash and the balance in install- 
ments. What was nie cash down payment? 


(D) Receipts Payments 
$4172.60 $2167.20 
345.15 141.90 
8972.40 85.36 
6123.00 42.19 
172.00 201.22 
548.00 26.83 
1101.30 274.19 
510.00 - 560.32 
560.85 Balance 
675.50 


12. A house worth $2500 is insured for 2 of its value at 
Avo bremlum (==) 2... ns 


GRADE X ENDS HERE 
13. Cost Price .. 


Selling Price ae: 
Gain or Loss BIE ooo i orace: F0: 5 


Rate of Gain or Loss on C. P. = ....... % 
14. (a) Complete the following cheque stubs: 
Balance fwd. $185.00 Balance fwd. $ 
Deposit 246.75 Deposit _ 47.63 
Total $ Total Coe 
Cheque 24.38 Cheque _ 69.87 
Balance $ Balance Cibwea 








[ OVER ] 


(b) A concrete slab is 8 feet wide, 12 feet long, and 
4 inches thick. How many cubic feet are there in it? 


MARKS— 

Question Grade IX Grade X Grade XI 

ie 9 3 o 

2 3 6 6 

a 5 5 5 

4. 3 S 5 

5: 12 eZ 6 

6. 5 5 5 

G 9 9 9 

8. 12 8 8 

9. 18 12 iy 

10. 24 24 16 

11. (a) 3 3 

(b) 7 7 

12: 3 3 

ips}, 6 

A: Ath le rare 

100 100 100 
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June, 1951 





JUNIOR BUSINESS PRACTICE — GRADE Ix 


Time — 2 hours 





(Ruled forms should be supplied or ruled by each student) 


NOTE: A candidate must answer all of Part A and any three 
questions of Part B. 


PART A 


1. As treasurer of the “Maple Leaf Basketball Club’, 
use a Cash Book with Bank Columns to record the following 
transactions : . 


March 1. 
2 


99 ¥ 
9 8. 
li 
a8 
geo. 


Balance in cash, $4.75; balance in bank, $27.50 
Receipts from exhibition game, $28.15 
Deposited $25.00 

paid Sporting Goods, Ltd., $18.50 for new 
equipment, by cheque 

paid cash to caretaker for extra services, $2.00 
Receipts from league game, $32.25 

Deposited $30.00 

Donated $15.00 to Canadian Red Cross, by 
cheque 


Close and balance the Cash Book as on March 31. 


(Value 15) 


2. (a) Make out the deposit slip for March 3. The de- 
posit consisted of two $5 bills, three $2 bills, five $1 bills 


and $4 in silver. (Account No. 3165) (Value 5) 
(b) Make out the stub and cheque (No. 10) for the 
payment of $18.50 on March 7. (Value 7) 


[ OVER | 


Student's wiame. {eee ee eee 
(answers may be put on this sheet) 
3. Fill in the blanks: 
(a) To send a letter by “Special Delivery” costs.... 
. in addition to the regular postage. 
(b) A Christmas card in an unsealed envelope re- 
QUITES 9 eerie c stamp. 
(c) Fourth class mail consists: of 20). 02 ee 
(d) The less expensive type of long distance tele- 
phones calli as&. iy ee seek te tee cee 
(e) On most long distance calls the basic time limit 
1S hehe oe Lees minutes. 
(f) The Bank employee who receives deposits is 
called sh Gra er tee eect 
(g) The rate of interest paid by Banks on Savings 
ACCOUNTS 1See ee ee eae per cent. 


(h) Post Office Money Orders are issued in amounts 
UP LCO ab sete ea eae 
(i) A deduction off the invoice price for prompt pay- 
ment is called) ey. ae eee 
(7) A written promise to pay money at a later date 
1s. Called csr eR Ae ale chet ce eites eee ee 
(Value 10) 


4. From Column I select the best answer for each item 
of Column II and insert the correct number in the bracket. 


COLUMN I. COLUMN II. 

(a) (a) The form used when putting 
1. Cheque money in the bank ( 
2. Money Order (b) The form used when getting 
3. Savings Account money out of the bank ( 
4. Pass Book (c) A written order to a bank to 
5. Withdrawal Receipt pay a sum of money ( 
6. Signature Card (d) The depositor’s record of his 
7. Signature bank account ( 
8. Endorsement (e) The writing or printing. on 
9. Deposit Slip back of a cheque 


(Value 5) 


(0) 
10 


. Exchange (f) The person who makes out a 
11. Discount cheque 
12. Banker (g) The person who accepts a 
13. Drawer draft (ie) 
14. Drawee (h) The charge made by the bank 
15. Payee for cashing out-of-town 
16. Policy cheques ( ) 
17. Premium (i) The person to whom money is 
paid 
(j) The payment made for 
insurance protection (i ) 
(Value 5) 


5. (a) Write a telegram, including the heading and the 
signature, that you would send to Quebec Maple Products, 
Ltd., Montreal, requesting them to send you, by C.N.R. 
Express, 12 gallons of Maple Syrup at $5 per gallon. 

(Value 8) 
(b) State the word count in the telegram. 
(Vlaue 1) 


6. Explain briefly the meaning of any SEVEN of the 
following : 


(Answers must be written in complete sentences) 


Voucher, cancelled cheque, remittance, franking, thrift, 
auditor, cipher message, investment, franchise, jobber, 
budget, endorsement in full. (Value 14) 


PART B 
(Answer any THREE questions) 


7. (a) State what method would probably be used for 
each of the following remittances: 


(i) $25 to a friend in Montreal who needs it very 
quickly 

(ii) $75 to the Receiver General for your income 
tax 

(iii) $4.50 to a Canadian publisher for a magazine 
subscription 

(iv) 25c to a firm in an Ontario city 

(v) $500 to a bond dealer in Winnipeg 


(b) Give 5 advantages of paying bills by cheque in- 
stead of Cash. (Value 5) 
[OVER ] 


8. (a) Name 4 types of Life Insurance and state one 
advantage of each (Value 8) 


(b) State two tests of a good investment (Value 2) 


9. Name the different types of messages sent by tele- 
graph companies. Compare and contrast them as to length, 
speed of delivery, and cost. (Value 10) 


10. (a) What is the difference between the European 
and American plans used by hotels? (Value 2) 


(b) What is a passport? When is one required? How 
would you obtain one? (Value 3) 


(c) Does the cost of your ticket include the cost of 
meals when travelling; (i) by train? (ii) by aeroplane? 


(Value 2) 
(d) What is a ‘tip’? When should you give one? 
What is a reasonable amount to give? (Value 3) 


11. (a) What do the letters ‘‘f.o.b. shipping point” stand 
for? If goods are shipped this way who pays the shipping 


charges? (Value 2) 
(b) What are the advantages and disadvantages of 
parcel post as compared with express? - (Value 3) 
(c) Explain briefly the use of each of the copies of 
a bill of lading. (Value 3) 


(d) Who signs a delivery slip? Why? (Value 2) 


Commercial Diploma Examination 
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ARITHMETIC — GRADE X 





Note: Eight questions constitute a full paper. Do any 4 in PART 
A and any 4 in PART B. 


Time —2 hours 


PART A (any four) 


1. The regular factory hours of the Northern City Manu- 
facturing Company provide for 8 hours a day from Mon- 
day to Friday, inclusive, with time and a half for over- 
time, if a worker is employed more than 8 hours in any 
day. During the week of May 13, Albert Williams was 
employed as follows: 

Monday -9 hours; Tuesday - 8 hours; Wednesday - 63 
hours; Thursday - 9% hours; Friday - 84 hours. If Wil- 
liams is paid at the rate of $1.70 per hour for regular 
time, what are his total earnings for the week? 

(Value 15) 


2 The following table shows the quotas, sales and sala- 
ries of Miles and Trenton for March: 
Quota Sales Salary 
James Niles $2,500 $2,850 $250 
John Trenton $3,000 $3,750 $300 
In addition to his salary, each salesman received a 
bonus of 2% of sales up to and including his quota, and a 
4% bonus on sales in excess of his quota. 
(a) What was the total amount of Niles’ bonus for 


March? (Value 8) 
(b) What were Trenton’s total earnings for March? 
(Value 7) 


9 A merchant bought 300 bags (100 pounds each) of 
potatoes at $2.50 per bag. His expenses included a 5% 
commission to his purchasing agent, cartage $64.80 and 
incidental expenses of $11.70. 

(a) Find the total cost of the potatoes. (Value 9) 


[ OVER | 


(b) If the merchant wants to gain 334% on cost, for 
how much should he sell a 25 pound bag of potatoes? 
(Value 6) 


A. The following goods were sold on October 4, 1950, 
with discounts of 334% and 10%; terms 5/10, 2/200Ny aus 


How much would settle the bill on: (a) October 13; 
(b) October 19; (c) October 30. 
A400 yd. silk at $3.95 per yard; 
12 doz. pair nylon hose at $2.25 per pair; 
21 doz. linen tablecloths at $6.75 each; 
12 doz. linen serviettes at $4.50 per doz. 
(Value 15) 
5. Find the amount when due of a 30-day note for $750 
with interest at 6% per annum. 
(Value 15) 


PART B 
(Do any 4 problems) 


6. What single rate of discount is equivalent to suc- 
cessive discounts of 25%, 20%, and 10%? 
(Value 10) 
7. An antique lamp purchased several years ago for 
$16 is valued now at $88. What is the per cent of increase 
in the value of this lamp based on the cost? 
(Value 10) 
g. An agent sold 80 suits for $32.50 each and earned 
8% commission on the sale. How much was remitted by 
the agent to his employer? 
(Value 10) 
9. A house is assessed for $3750 and tax rate is 35.5 
mills. What tax would the owner pay? 
(Value 10) 
10. On a building worth $45,000 the following insurance 
policies were carried: : 


Traders’ Insurance Company, $15,000 at a premium of 
$1.25 per $100; Mutual Underwriters Company, $10,000 
at a premium of 7/8%; National and Householders In- 
surance Company, $20,000 at a premium of $1.10 per 
$100. What was the total of the premiums paid? 

(Value 10) 
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BOOKKEEPING — GRADE X 





Time — 2 hours 


Using a Cash Journal, with colums for cash and bank, 
Sales Journal, Sales Returns Journal, Purchase Journal, 
Purchase Returns Journal, Bills Receivable Journal, Bills 
Payable Journal, enter the following transactions therein. 
Balance each book at the end of the month and post trans- 
actions to the proper ledger accounts. Take a trial balance. 
Deposits are made daily and all payments are made by 
cheque. 


1951 

May 1 F. Warren, Brockville, invested $7500.00 cash 
in the paint business. Bought of Jones Bros., 
Ltd., merchandise, $2000. Paid May rent to City 
Realties, Ltd., $100. 

2 Bought of Grabb Bros., merchandise, $1000. 
Sold W. L. Gilmore merchandise as per our in- 
voice No. 1, $175. 

3 Cash sales, $475. 

Accepted a 80-day draft in favour of Grabb 
Bros. for $500. 

4 Paid Jones Bros. Ltd., $500. 

Drew on W. L. Gilmore at 10 days for amount 
of invoice of the 2nd. 

5 Sold A. Rhamey merchandise, $225. 

6 Bought of W. Macready merchandise, $375. 
Cash sales, $975. 

9 Paid Grabb Bros., account, $500. 

10 Jones Bros., Ltd., allow a rebate of $25 on pur- 
chase of the 1st. Issued our note at 10 days in 
favour of Jones Bros., Ltd., for balance owing 
on our purchase of the Ist. 

11 A. Rhamey returns as_ unsatisfactory goods 
valued at $15. Credit note is issued. 

Sold F. A. Pratt merchandise, $245. 
12 Returned to W. Macready merchandise, $25. 
[ OVER | 


18 Cash sales $555. 

15 Grabb Bros. allow a quantity discount of 2% 
omitted on purchase of the 2nd. 

16 Received from F. A. Pratt payment on account, 
$125. 

17 Sold W. L. Howey merchandise, $70. 
Received from W. L. Gilmore payment in full 
for his acceptance due today. 

18 Received from A. Rhamey, by cheque, payment 
on account, $50. 

19 Sold R. Lindsay merchandise, $215. 

20 Cash sales, $615. 
Received from A. Rhamey his 30-day note for 
the balance owing on his purchase of the 5th. 
Bought from Grabb Bros. merchandise, $1000. 

22 Allow R. Lindsay $5.50 overcharge on purchase 
of the 19th. 

22 F. A. Pratt returns. merchandise, $25, not of 
quality ordered. 
Credit note is issued for above amount. 

293. Gave Jones Bros., Ltd., our cheque in full pay- 
ment of our note in their favour, due today. 

30 Paid salaries for the month, $300. 

31 Paid expense bills amount to $75. 


2. F. Warren of the preceding exercise takes stock 
and finds goods on hand valued at $1,775. 

(a) Prepare a trading, profit and loss statement for 
the month of May. 

(b) Prepare a balance sheet as of May 31, 1951. 


MARKS: 

Cash: Journal ge lvons cote teres i oe 17 
SPICCH Mfeilvaieie we Ae Nae ho eos aoc man! 6 
SPA Ateintemaket (Ae re Amo cGne Yoon 4 
Purchase “Journal \ esse ees oan ers 5 
Purehase: (Returns <2 © eee oe eee tes ctor 4 
Bills URecervabler vitice oyietertete te a ars 6 
Bills) Payables gage se ore etre er eee 6 
Lederer: Sie elas iene eines Sreteke Berner 19 
Trial? (Balances oe. aloe ce cise cteeiaweeens eater 3 
Sta temen ba Ole co ew rome ie tote ete ni etee too ts tet re 15 
Balance, Sheetal weve cnt. see ete obec Lo 
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RECORD-KEEPING — GRADE X 





Time — 2 hours 


1. For each of the following business transactions you 
are to state: 
(i) The name of the business paper that might be 
used. 
(ii) The Journal in which the transaction would be 
recorded. 
(a) Cash Sale 
(bv) Credit Sale 
(c) Cash Purchase 
(d) Credit Purchase 
(e) Deposit in bank 
(f) Cash received from customers 
(g) Cheque received from customers 
(h) Cash paid to creditors 
(i) Cheque given to creditors 
(7) A small office expense 
(Value 20) 


2. On balancing the Cash Book on June 30, a Bank 
Balance of $452.82 was shown. There were cheques out- 
standing as follows: No. 15, $182.75; No. 18, $62.83; 
No. 19, $275.25; No. 28, $122.60. The Bank Statement 
showed an operating charge of $3.62. Prepare a Recon- 
ciliation Statement dated June 30, 1951. 

(Value 15) 


8 Record the following transactions in the Petty Cash 
Book, using the following special columns: (i) Selling and 
Delivery Expense, (ii) Office and General Expense, and 
(iii) Sundries. 

Oct. 1. A. Jordan, proprietor, drew a petty cash cheque 
for $75 to start an imprest fund. 
2. Bought postage stamps $6. 
8 Paid for 2,000 price tags $5.50. 
[ OVER | 


A. Paid the light bill for September $4.60. 


On 


oon 


pd 


12. 


13. 


_ Paid 55¢ for express on goods shipped to B. Wat- 


son. 


. Paid $4.25 for gasoline and oil for the truck. 

. Proprietor withdrew $10 for personal use. 

. Paid for stationery $5.25.. | 

. Paid exchange on a deposit 90c. 

. Bought from The Allen Furniture Co. 1 office 


chair $12.75. 


_ Advance G. Hern, a clerk, $10 on account of 


wages. 
Paid $2.25 for postage and insurance on parcels 
mailed to customers. 
Paid an invoice for cartage $2.75. Drew a cheque 
to replenish the fund. 

(Value 15) 


A. Rule a Cash Book with Cash and Bank colums and 
record the following transactions. Balance and close the 
Cash Journal. Post to a “T” account Ledger. Take a Trial 


Balance. 
June l. 


Te 


Robert Henry continues business with cash on 
hand, $500; and on deposit, $2,700. 

Bought from R. Low, goods $1,110; remitted a 
cheque to cover. 


. Paid June rent by cheque, $60. 
_ Received a refund of $10 for damaged goods re- 


turned by us to R. Low. 


. Cash Sales, $320. 
. Deposited cash $400. 
. Received a cheque from W. Wilson in payment 


of his account, $90. 


. Robert Henry withdrew cash, $10. 

. Paid on account to Tom Jones, $42 by cheque. 

. Paid in cash, freight bill on purchase, $12.40. 

. Kay Young returned goods to us, we refunded 


her $12 in cash. 


. Bought a new office desk for cash, $60. 
. Received cash $82 from A. Adams on account. 
. Deposited all cash on hand except $100. 


(Value 50) 
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SPELLING — GRADE X 


——$—$—$—$—$—$— $$ ——_ 


Dictation time—45 minutes. 
Total marks—100 Deduct 3 marks for each error. 


In dictating, give the meaning of each word in “A” or ilus- 


trate its meaning in a sentence; reread all words 


tences before the papers are collected. 


analysis 
collapsable 
distinction 
familiarly 
, grievance 
illegible 
laboratory 
miscellaneous 
necessary 
opportunity 
quarrelsome 
soliciting 
truly 
vetoes 
penetrate 
prejudice 
sergeant 
superstitious 
allotted 
believe 
comparative 
defendant 
drudgery 
abbreviation 
; cylinder 
erroneous 


1 


Oo 


2 


oS 


bo 
a 


30 


3 


On 


40 


A 


foreign 
humorous 
inflammable 
livelihood 
mortgage 
nuisance 
prestige 
reliability 6 
suspicious. 
travelling 


aU 


~ 


yield 


questionnaire 


repetition 6 


statistics 

sirloin 
acknowledgment 
conscientious 
collision 7 


; descend 


emphasizes 
benefited 
discipline 
exhaust 
eovernment 
honorary 
legitimate 


S 


and sen- 


magnificent 
mathematics 


- omitted 


procedure 
remembrance 
temporary 
utensil 
occurrence 
persuade 
responsibility 
supersede 
accessible 
burglary 
changeable 
depreciation 
dilapidated 
efficiency 
eliminate 
Fahrenheit 
incessant 
endeavour 
hundredths 


; isolate 


enviable 
imaginary 
benevolence 


1. He was asked to introduce the distinguished guest at 


the banquet. 


2. I paid too much for the furniture which I bought for 
my new bungalo. 


2 He checked the women’s 


meeting. 


and chilren’s coats before the 





(od ‘ 
o woh io 
* wm a : , 
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STENOGRAPHY — GRADE X 


N.B. Before dictating this paper, the presiding teacher should 
explain the following conditions carefully to the candidates: 


(1) This examination in stenography consists of two parts, 
Part A and Part B. Both of these parts are to be written 
in shorthand from dictation. 


(2) Part A will be marked according to the correctness of the 
shorthand outlines. No transcript is to be made. 


(3) Part B will be marked according to the correctness of the 
transcript. The shorthand notes must accompany the 
transcript. 


Part A 


INSTRUCTIONS: Value for each unit, 10 marks. Deduct one mark for 
each error. Dictate each of the sentences once only in one 
minute. Allow a one-half minute interval after each 
sentence. 


1. I think it would be wise to ask the head of the firm 
what to do in his absence. 

2. We shall make up an itemized list of all the stock on 
the first of the year. Such a list will aid us when disposing 
of the stock. 

8 Had we cared to do so, we could have had all the in- 
formation we wished. The information is published and 
available to any one. 

A. We have enough on hand at present and have no im- 
mediate need of any more. 

5. Neither of the matters was discussed this afternoon. 
We had to postpone them until a later date. 

6. I am sure there is some other way in which we can 
guard our interests. 

7. Mr. White told his assistant to comply with the con- 
ditions agreed upon. 

8. We are pleased to tell you that we can now supply the 
articles you requested last April. 

9. It is our policy to keep our prices as low as possible. 
This is necessary to move our huge stocks. 

10. When boys and girls begin to plan their life work, 
they should decide to specialize in at least one vocation. 


[ OVER | 


Parteo 


INSTRUCTIONS: Read each group of words as indicated, in 15 
seconds. Letters 1 and 2 are to be dictated at 40 w.p.m., 
letter 3 at 50 w.p.m., and letter 4 at 60 w.p.m. Allow a 
one-minute interval for revision of notes, and thirty 
minutes for transcription. 


(Value: 25 marks for each letter) 


1.) Dear Sir: 

Several times during the past month we have / sent 
letters asking you to pay for the goods we / sent you three 
months ago, but received no reply./ 

If we do not receive your cheque this week, we / shall 
have to place the matter in the hands of / our legal depart- 
ment. 

Yours truly, (55) 


2. Gentlemen: 

We were surprised to learn that the claim we / turned 
over to our insurance company in January has not / yet 
been paid. 

I called our agent about this, and / he told me that he 
would take this matter up / with you immediately. 

Should you not have a call from / our representative 
before Friday, please ring us again. 

Very truly / yours, (61) 


3. It should not be forgotten that the increased use of 
the machine /in industry has brought about changes. 
Instead of spreading his efforts over / several different 
acitvities, as was formerly the case, the worker now helps/ 
on but a small part of the article produced. (45) 


4. Dear Mr. Smith: 

Our office staff is making out bills today to send to 
customers. / Your account shows a red check mark. This 
may mean an error in our records, / or that your account 
was not paid when due. 

If you have sent us a / cheque in the last few days, 
please excuse this letter. If not, may we have / payment 
soon 

Yours truly, (64) 
NOTE: If transcription is made on the typewriter, deduct one 


mark for each error, but if made in longhand, deduct two 
marks for each error. 








Commercial Diploma Examination 
June, 1951 





TYPEWRITING-—-GRADE X 





EXAMINERS: Allow 14 hours for the first three questions. In the 
first question deduct 2 marks for each error or careless 
erasure; in questions 2 and 3 deduct 1 mark for such 
errors. Deduct up to 5 marks for faulty arrangement of 
material. 


1. Set up the following 110-word letter in good form. 
Use semi-block style, single spacing and mixed punctu- 
ation. Divide the letter into three paragraphs and insert 
all necessary punctuation and capitals. Type the fol- 
lowing letterhead (in 3 lines double-spaced) starting on 
the 6th line space: EAGLE ELECTRIC COMPANY 
109 Main Street Port Hope Ontario 


Use the current date; let the date end at the right margin. 


Address: empire oil limited 174 St. Mathiew Street Mont- 
real P Q 


Salutation: Gentlemen 
Attention Mr J J Jones Purchase Manager 


Body: we appreciate very much indeed your order of 
november 5 for 121 desk lights, our catalogue no. 1857 

as outlined in our letter of october 26 we are sure 
you will find that these lights will vastly improve the 
illumination for your office employes, resulting in reduced 
eye strain and greater efficiency We think also that you 
will be pleased with the way the installation of a complete 
set of lights will improve the general appearance of your 
offices. 

we are enclosing bill of lading and invoices for cus- 
toms purposes and trust that you will receive the ship- 
ment within the next few days. Yours very truly 


Signature: EAGLE ELECTRIC COMPANY (T. H. Wal- 
dorf, Sales Manager) 


Initials and enclosures. (Value: 20 — 2 off.) 
[ OVER | 


2. Type the following report on letterhead; type the 
headings in triple spacing, and the items in double spac- 
ing. Make full use of the tabular stops. Calculate top and 
side margins carefully. 


PYRAMID BENEFIT SOCIETY OF CANADA 


Applications for Insurance 
Month of June, 1950 


Zone No. Amt. 
224 $228,000 
234 211,500 
97 96,500 
95 81,500 
64 74,000 





Quebec (Kast) 
Ontario (Central) 
British Columbia 
Quebec (Montreal) 
New Brunswick 


bowwDOmnAoeae 
~} 
~j 


Ontario (West) 69,500 
Ontario (East) 65 56,000 
Manitoba Bo 31,000 
Nova Scotia 26 30,000 
Alberta 28 26,500 
Saskatchewan 19 17,000 
Prince Edward Island 9 12.500 


(Value: 15 — 1 off) 


3. Type the first three paragraphs of the following ad- 
vertisement single-spaced, using a 45-stroke line; type 
the last four lines single-spaced, the rest double-spaced 
and each line centered. 


HARD WORKERS 
Many hard working people keep more money in 
the bank than they need for current expenses. 


By so doing they are making their dollars work 

for them — but not nearly as hard as if they 

bought the NEW GOVERNMENT OF CANADA BONDS 
which pay much better interest. 


There is no safer place to keep money — and 
vou can get cash quickly when you want it. 








NEW ISSUE 


COVERNMENT OF CANADA 22% BONDS 
Due: June 15th, 1968 
Callable at 100 on or after June 15th, 1967 
Denominations: $500, $1000 
PRICE: 99.50 AND ACCRUED INTEREST 


Write or phone now to 


SECURITIES & INVESTMENT CORPORATION 
Limited 


Toronto Montreal Winnipeg Vancouver Ottawa 
Hamilton London, Ont. Kitchener Regina 
Edmonton New Westminister Victoria 
New York Halifax Quebec 
London, Eng. 





(Value 15—1 off.) 


A. Speed and accuracy test — Allow exactly ten minu- 
tes typing. Allow 1 mark for every 8 net words typed for 
classes with two years of typing and 1 mark for every 6 
net words typed for classes with one year typewriting. 


Net words — No. of strokes — 5, minus ten times the No. 
of errors. 


No further deductions are to be made for errors. 


Each examiner will supply the material for the speed test — 
from new tests supplied by the typewriter manufactu- 
rers — choice of the last two tests published prior to this 
date. (Value 50) 
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Commercial Diploma Examination 
June, 1951 





ARITHMETIC — GRADE XI 
Time enours 





Note: Seven questions constitute a full paper. 


1. (a) The list price of an invoice was $1440. If the 
trade discounts were 334%, 25% and 5%, find the net 


price. (Value 5) 
(b) If markup is $6.75 and is 334% of cost, find the 
cost price and selling price. (Value 5) 


(c) A dealer sold a motor car for $2250. The gain 
was 25% of the selling price. What was the cost? 


(Value 5) 

2. (a) What principal will yield $10.68 interest in 48 
days at 5% ? (Value 5) 
(b) At what rate will $2480 amount to $2490.70 in 

45 days? (Value 5) 
(c) In what time at 4%, simple interest, will $1440 
yield $4.26 interest? (Valued) 


8 On October 27, Mr. James took a $349, 44% interest- 
bearing note for thirty days dated October 26, to his bank 
where it was discounted at 5%. Find the proceeds receiv- 
ed by Mr. James. (Value 14) 


4. A commission merchant bought a lot, 50 feet front- 
age, with the commission he realized from selling wheat 
at 21%; the net proceeds of the wheat, after deducting 
the commission, being $39,100, find 

(i) the price paid per foot for the lot (Valuel0) 
(ii) the commission. (Value 4) 


5. Mr. Hart carries $15,000 insurance with an 80% 
co-insurance clause on the stock of his grocery store. At 
a time when his inventory shows $20,000 as the value of 
the merchandise at cost, a fire destroys $5,800 worth of the 
goods. 

(a) Find the premium he paid at the rate of 623 


cents per $100. (Value 6) 
(b) What insurance settlement does Mr. Hart re- 
ceive? (Value 8) 


[OVER | 


6. A demand note for $2350 dated July 24, 1950, with 
interest at 6% per annum had the following endorse- 
ments: August 31, 1950, $200; October 2, 1950, $785. How 
much would be required to settle the note on November 
2, 19507 (Value 14) 


7. A man sold 98 shares of a 7% stock quoted at 1603, 
brokerage 50c. per share, and with the proceeds purchas- 
ed a 10% stock quoted at 220, brokerage 50c. per share. 

(a) How many shares of the latter stock did he buy? 


(Value 6) 
(b) What would be the change in his annual income? 
(Value 4) 

(c) What was the yield in each case? 
(Value 4) 


8. A Montreal merchant bought in Liverpool 720 yards 
worsteds at 15s per yard. Shipping and insurance charges 
amounting to 3 pounds, 10 shillings were added to the 
invoice. The duty was 174% of invoice price ad valorem, 
and 10c. per yard specific. The pound is quoted at $4.01. 


(a) Find the invoice cost. (Value 6) 
(b) Find the total duty. (Value 4) 
(c) Find the selling price per yard in order to make 
a gain of 334% on his total outlay? (Value 4) 


9. The cost of a good road through a certain township 
is $10,000 a year until paid for. Only ¢ of this amount is 
borne by the township, which has a total assessment of 
$3,000,000. 

(a) Find the necessary tax rate to pay for same. 
(Value 8) 
(b) What should a farmer, whose assessment is 
$6,300, pay each year towards the cost of the road? 
(Value 6) 
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June, 1951 


BOOKKEEPING — GRADE XI 
Time 7ehours 


1. A partial summary of the transactions of the business 
of D. Bryant for the month of May, 1951, is given below. 
Using such information as you think necessary, prepare 
Accounts Receivable and Accounts Payable controlling 
accounts showing the accounts closed for May 31, (be 
sure to bring down the balances to start business for 


June 1). 

Accounts Receivable balance at May 1, 1951 ......-- $26,759.00 
Accounts Payable balance at May 31, OG lmao erie ss 14,077.00 
Cash Discounts earned .......eeeceeeceserecerceses 248.00 
Net cash received from charge customers .....----- 19,728.00 
Bills Receivable received from charge customers .... 3,120.00 
Bills Receivable discounted at the bank ........---- 2,615.00 
Cash received in payment of Bills Receivable ......-. 840.00 
Grave msn losmer ies crite Fiaeia eres een es ee 18,766.00 
Return sales and Allowances to charge customers .. 435.00 
Net cash payments on account to CLEGLOYS “27. ne eas 15,248.00 
ART CS ie ate Che wide tls << iid erap to iennie sexe e p see 3,458.00 
Cash Discounts allowed on customers’ accounts .... 847.00 
Bills Payable issued to creditors on ACCOUNUS aa oats 6,587.00 
Bills Receivable previously received from customers 

and dishonoured on due dateS .....--+-+seeeeees 320.00 
Bad Debts written off during May .....---++-++++:: 186.00 
D. Bryant’s personal note discounted at the bank .. 4,500.00 
Purchases Of CYedit. see. een cee erte eee eens tases 18,943.00 
Bills Payable paid by cash on (IER ORIES cea ce es 3,243.00 


(Value 20) 


2. You receive a certificate from The Bank of Nova 
Seotia certifying that it had on deposit $3,821 for account 
of Lemon & Feller at April 30, 1951. 

On comparing Lemon & Feller’s books with the bank 
statement you find the following: 


The following cheques had been entered in April but 
had not yet been presented to the bank for payment: 


POs AS Lie se.06 Js = 's% $68 IN Gee L490 Perea t 55 5100 
IN teie os wens’ 518 INO MEL AOD ees: 4 $155 
INQWMIASo ns. ++ $87 


Cheque No. 1398 for $159 had been certified by the bank 
but had not yet been presented for payment. 

A deposit of $436 entered in the books on April 30, is 
not entered in the bank statement until May 1. 

Cheque No. 1399 was entered in the cash book as $165, 
but was charged on the bank statement for its correct 
amount of $156. 

The bank has charged Lemon & Feller $23 for safe- 
keeping charges in April which amount has not been 
entered in the books. 

The bank also confirms that it has charged in error the 
account of Lemon & Feller with a cheque for $79 drawn 
by Lemieux & Fils. 


REQUIRED: 


Prepare a reconciliation statement showing the amount 
on deposit with the bank at April 30, 1951 according to 
the cash book and also the true bank balance. 

(Value 10) 


3. On January 1, 1949 the business of 8. Mott had assets 
of $30,000 and liabilities of $10,000. Six months later it 
had assets of $28,000 and liabilities of $6,000. During the 
six months Mott withdrew $3,000 and gave it to his 
mother to help her purchase a home. In the same period 
he placed in the business a note for $1,000 which he had 
inherited from the estate of his father. The note had not 
matured by June 30, 1949. 

(a) Would the note be included in the $28,000 total 
of business assets on June 30, 1949? 

(b) Would the total of the business assets be the 
same if the note had matured and been paid by the maker? 
Why? | 

(c) What is the net increase or decrease in the 
owner’s capital for the six months? 

(d) Determine the amount of the net profit or loss 
for the six months. 

(e) What would have been the net worth (capital) 
of the business on June 30, if Mott had not made the added 
investment and the withdrawal of assets? 

(f) Prepare a summary of Mott’s Capital Account 
for une 01040: 


(Value 15) 





4. (a) G. Renaud having made out his Trading and 
Profit and Loss Statement for 1950 asks you to check it 
over before sending in his income tax. The statement shows 
a net profit of $1,129 for 1950. 

On checking the statement you find that Renaud has 
not considered the following items: 


(a) Wages paid in advance to a clerk..... $ 30.00 
(b) Unpaid sales expenses of............ 195.00 
(c) Inventory of merchandise at the end 

CAMEO CELOG 4 garcsele pe cero yea tener cede cosa rte 3,150.00 
(d) Interest accrued but not due on 

PUSLOIICLS ee llO LOS mired ae ethane ae. seat 157.00 
(e) Depreciation on Delivery Truck ...... 350.00 

REQUIRED: 


(i) State what effect each of the above omissions 
had on the correct net profit for the period. 
(ii) Show Renaud’s correct net profit and prepare 
a statement showing how you arrived at this 
figure. (Value 10) 
(b) A company has an investment of $500,000 in 3% 
Government Bonds on which interest is payable half- 
yeary on April 1 and October 1. The Income from Invest- 
ments Account on Janauary 1, 1950 appears as follows: 


INCOME FROM INVESTMENTS 


1949 1949 

Naneeel:. <d, 3,750.00 Apr... 1..,CB 7,500.00 

Dec. 31 J 15,000.00 Oct---1°>7CB 7,500.00 
Dec. 31 J 3,750.00 





18,750.00 18,750.00 
1950 a 
ave red 3,750.00 
REQUIRED: 
Show the six Journal entries from which postings have 
been made to the above account. (Value 15) 


5. From the following trial balance and the additional 
information given below you are to prepare a classified 
balance sheet for the business of James Austin as at 
- December 31, 1950. [ OVER | 


JAMES AUSTIN 


Trial Balance 
December 31, 1950 


James Austin, Capital .......-+s-++seeeeees $22,950.00 
Advertising 2... 0+ es cree cer tene reer es $ 200.00 
Bank | cc line tie sare cient ttc Umeere nie einer set ee res 2,000.00 
Patty (Cash yc a ae ose ee phe enema pirteneaa rite 50.00 
Collection and Exchange .....--++++eeeeeees 35.00 
Freight Inward ....2..:++ss+s+erereseceens 200.00 
Furniture and FixtureS .....-..-.seeeeeeeeeee 480.00 
General Expense ....-.seeececeseeeeccrcees 70.00 
TNSUTANCE” 2. coe Sale ele tate cl ola tse ls hale inie ene apsaenn gia 420.00 
Light fe, cg 5 ie chew aise erekerne locus tetas Oneierene 80.00 
Merchandise Inventory, Dec. 1, 1950 .......-. 10,000.00 
Merchandise PurchaseS ...---+ssseeeeeerees 20,000.00 
Merchandise SaleS) .......eeeececcceecceeee 40,200.00 
Land and Buildings ......--seeeceseeeseers 15,000.00 
Office Postages sence o es cece arene enemies 30.00 
Office Salaries 62. vceeere ewes ccs sce snsrcess 2,500.00 
James Austin, Drawing .....-seeeeeeeeeees 1,000.00 
Office Supplies ... . 5.005 ese ccc cre ce ssnes 130.00 
Discount on PurchaseS .....---eeseseeeeeees 120.00 
Purchases Returns and Allowances ........-- 100.00 
Waele 6c 2 Se stot cokes. © Suh ete EPs tareleee tesorotens 750.00 
Discount. ON males ae eee cietctere ste rrtatetecetetets eto tagens 140.00 
Sales Returns and Allowances ......--+--+++- 200.00 
Mased lag betes Messier pisiceeon love hedede Cetus ns ien= ences 150.00 
Telephone fecesls sie erage ore eens ere 30.00 
Salesmen ‘SalarieS «.4-..cse050+ socseeveens 4,600.00 
Warehouse Supplies .....-...eeeeeeeeceeees 60.00 
Warehouse Postage .....--ceeeeeeccesessess 50.00 
Accounts Payable .....-22seeseceeeesereees 19,455.00 
Notes Payable 23... .200. stile ence mmcimess 3,750.00 
Accounts Receivable .....-ceeeeererrceeeees 30,000.00 
Notes Receivable: v.26 2% «neass sp se cme 3,700.00 
Delivery Expense .......--seeceeeeeececcess 300.00 
Delivery Equipment .....--.-.eeeeeeeeeecees 3,000.00 
Mortgage Payable .....-.-seeeeereeeeeceres 10,000.00 
Warehouse Salaries ....-+c+sseeeeeseeenees 1,400.00 


96,575.00 96,575.00 


eee 





ADDITIONAL INFORMATION: 


Merchandise Inventory, Dec., 1950 .........------ $6,000.00 
Supplies on Hand, Dec. 31, 1950 
Warehouse. Supplies: .o « = ae <5 syelsrs sie eee ee 15.00 
Office Supplies v5.0 oe ci 0 oe eae ines ysis inne eae 50.00 
Coal: on Hand “os hi cic ce Secor oe eins rte eer eee 60.00 
Insurance prepaid ......ce ee ee eee re teereeeeces 100.00 
Rent due and unpaid: ..... 2.56. ese etre eon 90.00 


Provide a Reserve for Bad Debts equal to 1/2% of 
the Accounts Receivable. 

Provide a Reserve for Depreciation on Furniture 
and Fixtures and on Delivery Equipment equal 
to 10% of the value of these assets. 


(Value 30) 
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BUSINESS CORRESPONDENCE — GRADE XI 
Time—2z nours 





1, (a) Punctuate correctly the following sentences: 


(i) are you a subscriber she asked to the ladies 
home companion (Value 2) 
(ii) the election of the home and school associ- 
ation resulted as follows mrs clark president 
miss murray vice president mrs dewan secre- 
tary mrs young treasurer 
(Value 3) 
(iii) you will find in the enclosed circular a good 
description of our mens ladies and childrens 
coats which we are advertising in all sizes 
colours and styles during our two weeks sale 
(Value 3) 
(iv) i would appreciate receiving your acceptance 
however i know you will do what is best 
(Value 2) 
(b) Use the following words correctly (one sentence 
for each word) to illustrate clearly their meaning: 
cite, sight; principal, principle; respectfully, respec- 
tively; illegible, ineligible; disburse, disperse. 
(Value 10) ) 
(c) Show by the use of hyphens where these words 
could be divided (if at all) at the end of lines: 
championship, convenience, co-operate, responsibilities, 
equipped. 
(Value 5) 


II. You have been directed to write letters to the following 
people: 
(a) The Prime Minister of Canada 
(b) The Principal of Your School 
(c) The Robert Simpson Company Limited 
(d) Adams & Cowan, Hespeler 
(e) Mary H. Robinson, wife of G. R. Robinson 
In each case set up the correct address, supplying the 


[ OVER | 


necessary details, and show the proper salutation and 
complimentary closing. 
(Value 10) 


III. In answer to an advertisement for a Cashier and Book- 
keeper (preferably with experience) at the local Loblaw 
Store, the following application has been received : 


Dear Sir,— 

I have noticed your ad in the Record for a cashier 
and bookkeeper so am making application for same. I am 
eighteen years of age and graduated from High School 
last June. For the past four months I have been helping 
in a local grocery store part time now I want a full-time 
job. 

Mr. Adamson will tell you about my work if you con- 
tact him. 

Yours Truly, 


(a) List five errors that occur in this letter. Why 
do you consider them errors? 
(Value 10) 
(b) Rewrite the letter as you think it should have 
been written, supplying the necessary information. 
(Value 20) 


IV. The executive of your Students’ Council has been in- 
vited to attend an informal dance at ‘a neighbouring school. 
As the secretary of the Council, write a letter of refusal, 
giving reasons, and expressing your appreciation of the 
invitation. (Value 15) 


V. The Trophy-Craft Company has just shipped your 
school’s order of 150 dozen Christmas cards at 60 cents a 
dozen, and has also included an extra 15 dozen. Write a 
letter acknowledging the shipment; including your remit- 
tance for the regular order and an extra 10 dozen. Com- 
ment on the appearance of the finished card, and on the 
return of the unsold cards. (Value 20) 
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ECONOMICS — GRADES XI and XII 
hime: 2anours 





INSTRUCTIONS: 


Grade XI students will answer questions 1-10 inclusive. 
Grade XII students will answer questions 2, 3, DaeGs) 7 cand 
11-15 inclusive. 


1. Explain why an understanding of “Economics” is an 
essential part of good citizenship. (Value 4) 


2. What effect did the Industrial Revolution have on 
(a) methods of production ()) transportation (c) busi- 
ness organization? (Value 2 each) 


3. (a) What is the most important use of money? 
(Value 3) 
(b) Name two factors which increase and two 
which decrease the purchasing power or value of money. 
(Value 4) 
(c) Why has Canadian money been at a discount 
with U.S.A. money; at a premium with English money? 
(Value 6) 


4. (a) Name the three most important trading nations 
of the world. Indicate which ranks first, second, and third. 
(Value 3) 

(b) Canada’s trade with the U.S.A. is steadily in- 
creasing, while her trade with most other countries is de- 


creasing. Why? (Value 3) 
(c) Discuss the advantages and disadvantages of 
this trade situation. (Value 5) 


5. (a) Until a few years ago, Great Britain followed 
a policy of Free Trade. The U.S.A. has followed a policy 
of Protection. Explain the reason in each case. (Value 6) 


(b) Why did Great Britain abandon Free Trade? 


(Value 3) 
(c) Why has the U.S.A. begun to relax her policy 
of Protection? (Value 3) 


[ OVER | 


(d) Which policy does Canada follow, Free Trade 


or Protection? Why? (Value 3) 
6. (a) What is the main purpose of Taxation? 
(Value 3) 
(b) Name the three tax-collecting bodies in Canada. 
(Value 3) 
(c) Name two kinds of taxes collected by each body. 
(Value 3) 
(d) Is a government ever justified in collecting more 
taxes from the people than it needs? (Value 2) 
(e) Indirect or “hidden” taxes are unfair to the tax- 
payer. Discuss. (Value 3) 
7. (a) What is the most important purpose of a trade 
union? (Value 38) 
(b) About when, and in what country did the for- 
mation of unions begin? (Value 3) 
(c) Why did unions originate there? (Value 3) 
(d) Make a list of the good, and the bad points of 
unions. (Value 4) 


(e) What is meant by “illegial picketing”? (Value2) 
(f) What attitude do unions take towards immigra- 
tion? Why? (Value 2) 


8. Our usually high standard of living is largely due to 
our small Canadian population living in a large country 
of great natural wealth. Discuss. (Value 5) 


9. Define any ten of the following terms; inflation, 
floor price, subsidy, exchange value, central bank, margin, 
lock-out, limited liability, diminishing utility, natural mo- 
nopoly, Gresham’s Law, treasury bill, branch banking, 


National Policy, closed shop, spot price. (Value 10) 
10. (a) State the three main shipping routes for the 
export of Canadian Wheat. (Value 3) 
(b) Which one of these has a very limited use? Why? 
(Value 2) 

11. (a) Wage levels have risen sharply in the last ten 
years. Why? (Value 4) 


(b) What influence has this rise in wages had on 
(i) the cost of production (ii) price levels (iii) standard 
of living (iv) general business activity? (Value 4) 





12. What do you consider to be the greatest single advan- 
tage, and disadvantage of our Canadian Economic Sys- 
tem? (Value 4) 


13. (a) Why does the Canadian Government favour the 
plan to deepen the St. Lawrence River for ocean shipping? 


(Value 2) 
(b) Which Canadian province is particularly favour- 
able to this plan? Why? (Value 1) 


(c) Why is it that some U.S.A. and Canadian groups 
are opposed to the deepening of this waterway? (Value2) 


14. Past business conditions show recurring periods of 
prosperous times, followed by depression and hard times. 


(a) What economic term is used to describe these 
changes in business activity? (Value 1) 


(b) Name and explain one theory which: attempts 
to account for these changes. (Value 3) 


(c) How do you think these changes can be elimi- 


nated? (Value 2) 
15. (a) Explain the meaning of a “Capitalistic Economy”. 
(Value 3) 

(b) Compare it to a “Socialistic Economy”. 
(Value 3) 


(c) What restrictions are placed upon (i) trade 
unions (ii) ownership of private property (iii) choice of 
occupation; under a “Communistic Economy’? (Value 3) 


(d) Name any three Canadian laws which serve to 
protect or improve the economic status of the worker. 
(Value 3) 
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OFFICE PRACTICE — GRADE XI 





Time — 2 hours 

The answers to these questions are to be typed and set up 
correctly. Marks are to be deducted for poor arrangement, 
typing errors and poor or untidy erasing. Carbon copies should 
be made where indicated, and wherever office procedure would 
call for them. 

If school organization does not permit the use of the typing 
room for the examination, the answers may be handwritten, 
in which case the time is to be reduced to 14 hours. 


1. List in correct order the steps you would take to put 
a new ribbon in the machine you are now using. 
(Value 10) 


2. (a) Name three kinds of carbon paper commonly 
found in business offices. Give a use for each. 

(Valuers x2 == 6) 

(b) State three characteristics of a good carbon 

copy. Explain how you would get each of these character- 

istics in your work. (Valuerso< 2 6) 


(c) How would you insert your paper in the machine 
if you were making 5 or more carbon copies? 
(Value 3) 


3. (a) Arrange the following names in alphabetical 
order and type a list as the names would appear on a file 
folder. Make a carbon copy of the list. 

Henry P. John; Joseph Jackson ; Wm. Jacobi; Dr. H. A. 
Johnston; J. C. Jacobs; Howard Johnston ; John Jacobson ; 
Sam Jager; John J. Jago; Jimmy’s Meat Market; Jack- 
son Grocery; F. H. Joseph; Jenkens and Son; Robt. 
Jamieson; Joe’s Taxi; The R. A. Johnston Co. Ltd.; John’s 
Specialty Shop; Edgar Jones; Johnstone Avenue Paving 
Co. Ltd.; G. H. Jenkins. (Value 10) 

(b) What additional information would you require 
if you wished to put these folders in a geographic file? 


(Value 2) 
(c) Describe the guides which would be used for a 
geographic file. (Value 4) 


[ OVER | 


(d) (i) What do you mean by a “follow-up” file? 
(Value 2) 
(ii) Describe how you would set up such a file 
to look after your employer’s needs. 
(Value 5) 
(iii) Give two uses for such a file. 
(Value 2) 


4. If you wish to communicate with Jones, Mead and 
Company of Vancouver you could do so by 
(i) writing a letter 
(ii) sending a special delivery letter 
(iii) sending a telegram 
(iv) making a long distance phone call. 
(a) Give specific examples of when it would be suit- 
able to use each of the methods listed above. 
(Value 4 x 2=8) 
(b) In some cases it would be necessary to confirm 
your communication. State which ones and tell why and 
how you would do it. (Value 4) 
(c) If you chose to communicate by telegram, name 
two kinds of messages you could send, and tell when to 


use each. (Value 2 * 2—4) 
(d) Explain the procedure for making the long dis- 
tance phone call. (Value 4) 


5. (a) Name and describe two duties which you would 
expect to perform if you were employed 
(i) in the stenographic department 
(ii) in the Accounting department 
(iii) in the filing department 
(iv) at the switchboard of your firm. 
(Value 4 x 3 = 12) 
(b) Name and describe a piece of equipment which 
might be used in each of these departments. 
(Value 4 x 2 


6. You wish to notify the members of the Canadian 
Club that there will be a meeting in the Lecture Room of 
the Public Library at 8 p.m. on Monday, June 26. A 
special picture will be shown entitled “An Arctic Holi- 
day.” 

(a) Draw a rectangle representing a post ecard and 
type a suitable notice. (Value 6) 
(b) Name two ways these could be prepared and give 

the amount of postage required for each. 
(Value 2 xX 2=—4) 
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SPELLING — GRADE Xl 


INSTRUCTIONS 


Dictation time — 45 minutes 

Total marks —100 Deduct 3 marks for each error. 

In dictating, give the meaning of each word in “A” or illus- 
trate its meaning in a sentence; reread all words and sen- 
tences before the papers are collected. 


A 
1 itemized bankruptcy authoritative 
hazardous commitment deficit 
irreparable casualty disbursements 
lucrative clientele equitable 
5 middle-man 30 dissolution 55 escrow 

managerial fluctuations proportionately 
personnel dutiable triplicate 
promissory forecast voucher 
guarantor manipulated subsidiary 

10 facsimile 35 precedence 60 negotiable 
expedite comparative fraudulent 
exceeded acquisition prophesied 
counterfeit cumulative St. Catharines 
colloquialism legalize Sault Ste. Marie 

15 bulletin 40 hydro-electric 65 Philadelphia 
by-product vetoes mischievous 
actuary marketability sustenance 
aeronautics mercantile Kincardine 
ad valorem depletion Charlottetown 

20 figuratively 45 demurrage 70 San Francisco 
sundries cablegram pecuniary 
stipulated cancel Gravenhurst 
unbiassed chattel mortgage Pembroke 
accommodation collectible Louisiana 

25 advisory 50 arbitration 75 Massachusetts 

B 


1. We asked the manager to intercede on our behalf. 





_ The car will depreciate in value very quickly if it is 
driven recklessly. 

_A bonus was given to all the employees who had 
served more than twenty-five years. 

. Supplementary examinations will be written in Sep- 
tember. 

He is the editor and proprietor of the local news- 


paper. 







Vv 
Bh ; ; ae 7 
‘ “2 2 ins i 
' jj . . 
AY Te ore i 

‘ ~ , postee Aves 

yale es aie ‘yp. aay - 

vives RAG eM { 
en A oT ty a 
; : \ = ine be 
7 “ ; ‘i 7 } = al 
pail | en V1 ered OSE a! Phas? es ‘ 
‘ oe ‘ “Aes . 7 an 





Commercial Diploma Examination 
June, 1951 





STENOGRAPHY — GRADE XI 
PART A 


Time — 25 minutes 





I. Write the following sentences in shorthand, placing the 
outlines immediately below the words they represent : 


1. Those individuals who do not expect to inform 


Pee ca sos ou cyeretel.6) 0,6 jeteietler enege te eremenenegemer even en*s an Cee T ce 22 24%! * 


PPE CECE cl’ cictey ciate sielel sree eceles shemenenheneperer css) Sher cee 2t0 9) 9. 80 2 4)” 


Pensions ate 0/46) 4:,0)¢ 6, 6 6. 6 eoe 6,610) #70 ©, Seep ees. eels <i re arias 


PEEP ars a lelone se: ole eLetsiiercnetelenseakoreesromenomenenerep sees ent. s So 87° ss ° 


Pee. re clats leis ss eforepegetaponers. scenmucverenenteseorone luc ece eyo aeKS tor 8S © 


DROME cite] aike vero (6) 07 66451016108), 009) 6.0 20),0 7 648, #F 0918404 %.% '% 


8 Notwithstanding several peculiarities of the pro- 


Pee eet eet eMen ciclo el crcl cere eFeoue 8, 48070) 9 Cec ene) e eue eS Shee ere Sy 8) 20% © 


SEN et cet aiatelsva.s. 2 476.6) 9 6.9 4 6.8 016 0 ea: 804) 6 a 8 0 Ee. 0,058, 08 8 Foe Fe 


4. Prospective workers in this project are told that 


ee Tie © 6 eee 6 aw fe © @ 006 0) Ohm ee, eee 8a 8 ee ee meee) ©) See eee ares ee ee ee 


5. The messenger was a capable individual and his 


(Value: 25 marks, with one mark off for each error.) 


Il. Write the following phases in approved shorthand: 


under-separate-cover, this-letter, to-let-us-have, immedi- 


<6 0 6 8 6.6 © 8 © 66 8 W 0 se © 6648 oe BOO © ehevarte (6) \5) e eho Ree (ee) a (0 160 e8. 0 66s See 


you, that-would-be, in-accordance-with, in-order-that- 


you,  statement-of-your-account, one-or-two, prompt- 


attention, in-reply-to-your, must-be-able-to, of-this-month, 


number-of, as-a-result, as-we-have-not-received, in-fact. 


ee ree ee POR ale Ke enelnel epee emer oleic teen ensi ome ace ences eC 


(Value: 20 marks, with one mark off for each error) 


Ill. Write the shorthand outline for each of the following 
words: 


BEL ECUION See mashes & chars eset ay oi CECIC Meena lope cre 
ay SCG ities si cost d,s re aries? “Pace 200 caer eemeee 
MIRTLE CGA aps sock ere, eats fey eeaas 2) ses Tolitionsul Deere. = 
ETO Gas wire eects ee. skaters CONVGNICNCGmEr te ees « sista): 
LPR eens ee see te eee approximately .......... 
DINO OE iy ee ects Reta alaeoneghe 4 pe eae 
TI CLVite tage) et carer tseee oar te WAT LLTGL CEL chee ene are sis. <'s. 
ETI SOL ie- cat sic- state e's he tetnns DONC Verret E ete eee tyne 
PNET 1b Vaewee re etcorey rs array ae LET DOLA Tare ee eirerere te += 
MECUUCTI UV aee noise aret mas POST CO LCUMmcr erate. 40> 
ReCOMMeNGAvION. «3:2 he = DALLODAUCE sree ce ws +: 
ERDILCOR eG ea eee as eee ¢ RWGH Leeman trans lena isl ss 
BUTT] Vetere wicks eee davheeMerentia ts ATIC WOE eee iat ets os +s 
Pe ONC les. crested. <7n'n notes AR OLCUATI CC Meet te ess. + ss 
PEODOSILION 2% snc g ees rise TREN Olid amram re cialis << ie! - 


(Value: 30 marks, with one mark off for each error.) 
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TYPEWRITING — GRADE Xl 





INSTRUCTIONS: Allow 14 hours for this paper for classes with 
three years typewriting, 1 hour 50 minutes for those with 
only two years. Ten minutes extra for the speed test if 
given. In marking questions 1, 2, 3, 4 deduct 2 marks for 
each error or careless erasure, and up to 5 marks for 
faulty arrangement. 


1. A letter is dictated to you today by Mr. J. S. McCon- 
nell, Sales Manager of The Todd Company, Inc., addressed 
to Mr. H. T. Smith. Using single spacing, block style, open 
punctuation, firm signature, and title, type the second 
page of the letter quoted below on plain letter-sized paper. 


Effortless operation eliminates fatigue 


The Model 79 Electric Protectograph operates as easily as 
a modern adding machine. Its use requires practically no 
physical effort — just a touch of the keys and trip bar 
and the cheque is written. Operators like to use this easy- 
operated machine. It doesn’t tire them even if it’s used 
for hours. 


Economy and efficiency guaranteed 


Expert design and honest, sturdy construction assure 
long and ecnomical service. Drop-forged brass. type, 
bronze bearings, and anti-rust plating mean long life and 
continuous efficiency. Maintenance costs are far less than 
on ordinary “sealed case” checkwriters. 

See for yourself how this new Protectograph is construct- 
ed. You can remove the outer case in a moment. Just un- 
lock the machine, press the two buttons at the top right 
and left of the keyboard, and lift the case. Here is a piece 
of essential office equipment that’s built to last! Yours 
very truly, (Value 15) 


2. The Index of the Cost of Food in Canada for the base 
years 1935-1939 and for each sixth month from January 
1946 to January 1950 is given in the following table: 


1935-1939 100 gan. 1948 180 
Jan. 1946 135 June 1948 200 


[OVER | 


June 1946 140 Jan. 1949 205 
Jan. 1947 145 June 1949 205 
June 1947 160 Jan. 1950 200 


Convert these figures into a horizontal bar graph with 
a suitable heading in which you give credit to the Labour 
Gazette as the source of the information. (Value 15) 


3. Display the following announcement on a full page of 
paper : 


The Kinsmen Club of Fort William Present Their Sixth 
Series of Celebrity Concerts in the Orpheum Theatre — 
Fort William and the Paramount Theatre — Port Arthur, 
featuring Alec Templeton — Pianist — Comedian, Mon- 
day, October 16 — Orpheum Theatre — Fort William 
Amparo Iturbi— Pianist, Thursday, December 7— 
Orpheum Theatre Fort William 
Salvatore Baccaloni— Bass — Buffo, Monday, January 
15, 1951 Orpheum Theatre — Fort William 
Jan Peerce — Met. Tenor, Monday, February 19, 1951, — 
Parmount Theatre — Port Arthur 
Uta Graf — Soprano, Monday, March 12, 1951 — 
Orpheum Theatre — Fort William 

(Value 15) 


A. The following is a list of the Toronto Collegiates 
with the figures indicating respectively the number of 
teachers graduated from the Ontario Universities, from 
other Universities, and the total staff: Bloor,21-3-24: 
Harbord, 46-2-48; Humberside, 43-1-44; Jarvis, 37-1-38 ; 
Lawrence Park, 46-0-46; Malvern, 30-0-30; North Toronto, 
42-0-42; Oakwood, 38-0-38; Parkdale, 32,-1-33; Riverdale, 
36-0-36. 

Set this material up in tabulated form with a suitable 
heading and sub-headings. 

(Value 15) 


5. Speed and Accuracy — This work may be based on 
«2 10 minute test on standard copy given at the time of the 
examination or on a series of tests given during May and 
June on the same kind of copy. (Value 40) 
MARKING — Give four marks for every 50 net words typed for 
classes with three years of typewriting, and four marks for 
every 40 net words typed for classes with two years type- 
writing. 
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BOOKKEEPING — GRADE XII 
Ruled paper to be supplied 
Time — 38 hours 


1. On January 1, 1950, the General Ledger Trial Bal- 
ance of the Borden Milling Company, Ltd., is as follows: 


Bec UG Va AGiben ee. cic chor. deel eee ee $ 100.00 
ect LL Kaeee earrings eee 12,500.00 
Pccounts=ieceivable” ... ).4-.6ee sae 15,000.00 
BSUS MIVECOLVELIO1G aeJaaes oc oe as ote eee 5,000.00 
MIVENILOL Va iene fot erck keke 50,000.00 
POUT LUC Gwe. ee ee eee ee. eee 2,500.00 
RTCTUNGE Vapor cea te cap ee ae 10,000.00 
PAC COUNUS a bAY ADIOME soc see eee $17,500.00 
Het sae VAIO e eee ee gee eee 25,000.00 
Raita Pe olOC Kee eet en ee ene 30,000.00 
PALL LUIS eer he nee cos teeter eee ort nee 22,600.00 


The totals of the books of original entry for the month 
of January are as follows: 


SI OGR ect alr. oeN ts 5 Ceebee ee The renee $25,000.00 
Returned Sales and Allowances ...... 250.00 
PLUTECUASEN Sorge et so is Menke rain ee ee ee 10,000.00 
BiliSeeCOLVal Ci ays yr eter ene 5,000.00 
Bills@bavablemer nyt. c crs cir vests hae 3,750.00 
Cash Receipts — Column Totals: 
Accounts Receivable (net) .......... $17,250.00 
MTECOUNTS EA LOWE ue vier ote ate ee totes 250.00 
WAS AICS Bl culate Ses. ot ea 2 tes 125.00 
Bills Receivable Discounted ......... 3,750.00 
Wiccounveanariixchanve sis: ee... 25.00 
ee DOSIUS es oak oes fs fe sae. ee 21,100.00 
Cash Payments — Column Totals: 
Pmccountaemavavie’ (net) .to eee cee s 4,850.00 
MPC UATNCG.. s). 0g sere cesle eerste. 150.00 
PGMA VELOICY ? os oes. hb Sane tate a 22,500.00 


[ OVER ] 


Bills Rec. Discounted and Charged back 1,250.00 
Customers’ Cheques Ret’d 


Marked 4°N is. Hye eee eee 125.50 
General: Expense) ery iene eee 292.50 
Bank Cheques and Debit Notes ...... 29,018.00 

REQUIRED: 
(a) Summarize and Prove the Cash Book. 
(Value 10) 


(b) Post the totals of the books of original entry to 
the General Ledger. (Use “T’’ Accounts) 

(Value 19 (37x$) 

(c) Take a Trial Balance of the General Ledger as 

at January 31. (Value 5) 


2. From the following information prepare a Bank Re- 
conciliation Statement as of December 31, 1949: Bank 
Statement Balance, $2,147.50; Cheque Book Balance, 
$2,078.86. Cheques outstanding: No. 672, $43.80; No. 921, 
$7.75; No. 930, $18.42; No. 9382, $7.50; No. 9338, $67.40; 
No. 934, $21.80; No. 935, $7.25; No. 937, $84.62. 


A cheque bearing no number, for $100, was issued by 
your employer while out of town. You were not notified 
of this cheque prior to receiving the bank statement. 

Bank service charge for the collection of drafts amount- 
ed to $3.80. 

A cheque for $18.45 that you deposited was returned to 
the bank marked N.S.F. and the bank charged your 
account for the amount. (Value 10) 


3.(a) The Trial Balance of James Dunn & Co. shows 
the following: 


Accounts Receivable ‘Dr: }. 0... sper eae ene $26,000 
Reserve for Bad’ Debts’ Cr. 7. ee een tame 1,350 
Bad “Debts ic 23 li is ee a te ee 1,240 


(i) Give the Journal Entry to provide a Reserve 
for Bad Debts amounting to 5% of the Accounts Receiv- 


able. (Value 2) 
(ii) Show the Reserve for Bad Debts Account writ- 
ten up, balanced, and closed. (Value 3) 


(iii) How would the Bad Debts appear in the Profit 
and Loss Statement? (Value 1) 





(iv) Show the Accounts Receivable as it would 


appear in the Balance Sheet. (Value 2) 
(v) Give the required journal entry if Mr. Slowpay 
sends us his cheque for $125. (Value 2) 


4. The capital accounts of William Allen and George 
Shaw, partners, are shown below. At the right of each 
statement, numbered l1to 5, enter the share of profit the 
partners should receive, at the end of the fiscal year if 
the net profit for the fiscal period is $6000. 


William Allen 


| Jan. 1 Invest. $10,000 
| July 1 Invest. 5,000 


George Shaw 
July 1 Withdrew $5,000 | Jan. 1 Invest. $15,000 
| 


1. Profits are divided in proportion 

to capital invested on January 1. Allen Shaw 
2. Profits are divided in proportion 

to capital invested at the end of 

the fiscal year, December 31. 


3. There is no agreement as to how 
profits are to be shared. 


to capital invested, taking into 
consideration the time invested. 


5. Profits are divided equally after 
allowing 6% interest on capital 


| 
| 
| 
| 
| 
| 
| 
| 
| 
4. Profits are divided in proportion | 
| 
| 
| 
| 
invested. | 

| 

| 


(10x14) 
[ OVER ] 


5. (a) State three methods of borrowing from the 
bank. (Value 8) 


(b) We drew a 30-day draft on Wm. Masters for $500 
and immediately discounted it at our bank at 6%. We re- 
mitted the proceeds to K. P. Moffatt to apply on an in- 
voice on which we were entitled to a 3% cash discount. 

(i) Give our entries. 
(Value 6) 
(ii) How much did we gain on the transactions ? 
(Value 1) 


(c) On May 15, W. Warner borrowed $3000 from 
the bank on his own 3-month note. The bank discounted 
the note at 7%. Payments were endorsed on the note as 
follows: June 10th $500, July 15th $1200. On due date the 
balance of the note was charged to Warner’s account. He 
then applied for a rebate of interest and was allowed 6%. 
Write Warner’s entries for the above. 

(Value 3+1+14+143=9) 


6. (a) (i) Distinguish between: Depreciation, Deple- 

tion and Amortization. (Value 3) 

(ii) The capital cost of a new Truck is $3000. If 

the annual rate allowed for depreciation is 30%, show 

how this asset would appear in the Balance Sheet at the 

end of the third year if the depreciation is calculated 
according to: 

(1) the Straight Line method (Value 3) 

(2) the Reducing Balance method (Value 3) 

(iii) Give one argument for, and one argument 

against each of the above methods of calculating depreci- 

ation. (Value 2) 

(iv) With two possible exceptions, which method 

of calculating depreciation must be used when preparing 

Income Tax papers? (Value 1) 
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BUSINESS CORRESPONDENCE — GRADE XII 
Time — 2 hours 





You are secretary to James Malcolm, Manager, The 
McCaul Manufacturing Company, Preston, Ontario. This 
is a small firm which manufactures a full line of Elec- 
trical Equipment; and, as most of the important corre- 
spondence is handled by Mr. Malcolm, your work for to- 
day includes the following: 


1 Mr. Adam Shortt, one of your oldest and best cus- 
tomers, has recently failed to settle his account, and has 
not acknowledged your two previous letters. He owns an 
Electrical Business in Woodstock and has not paid his 
two last Invoices: March 3, $250. and April 10, $325. on 
which the terms were “Net 30 days’. Write a firm but 
courteous letter to him (ready for Mr. Malcolm’s signa- 
ture), urging the immediate settlement of this account. 

(Value 20) 


2 The Savage Wire Company, Brockville, has just 
drawn a 30-day draft on your Company for their Invoice 
of June 1, $185.00, which to-day you have refused at your 
Bank. Write them, explaining that it is your custom to 
pay by cheque on the due date, and requesting that no 
more drafts be forwarded to you. (Value 15) 


8 Your firm has just opened a new Display Room at 
the plant, where all your products are on display. Mr. 
Maleolm has asked you to prepare a Circular Letter re- 
garding this for your customers. In your letter, which 
should be original both in Style and Content, mention at 
least three of the articles you manufacture. (Value 20) 


A. Mr. Malcolm, Secretary of the local Welfare Fund 
Committee, which is planning its yearly drive, has asked 
you to attend the meeting of the Committee in his place. 
Write a short report for him (100 words) of the pro- 
ceedings. (Value 15) 

[ OVER | 


5. Mr. Malcolm has just received a formal invitation 
to the wedding of his niece, Helen Elizabeth, daughter of 
his brother, Andrew, to James Stewart Ross of Galt, in 
St. Andrew’s Presbyterian Church, Kitchener, at 3.30 
p.m., Saturday, June 25, with a reception afterwards at 
their home, 192 Frederick St. Mr. Malcolm has asked you 
to send a formal acceptance of this invitation. 

(Value 10) 

5. In his letters during the day, Mr. Malcolm used the 
following words: 

inevitable, facsimile, precedents, cite, deteriorate, ob- 
solete, caucus, legitimate, fictitious, allusion. 

Use them correctly in sentences to show that you know 


their meaning. 
(Value 20) 
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BUSINESS LAW — GRADE XII 
‘Time'— 2 hours 





1. Within the bracket before each of the following state- 


ments print “T” if you think the statement is correct and 
oh it you think 1U 1S#incorrect: 


Fico cee V cain s Pape NS 


LN 


Ft a 


Nee Nee ee eee 


~~ ee” 


New eee Nee” 


(Valuecs0e—- t=30) 


. Provincial Statutes govern currency and coinage. 
. Justices of the peace are appointed by the 


Minister of Justice. 


. The same civil law is found in Ontario and Que- 


bec. 


. A county judge presides at County Courts. 
. A true bill may be brought in by the Grand 


Jury. 


. A woman may be selected to serve on the Petit 


Jury. 


. Police Magistrates are appointed by the Attorney 


General. 


. A minor’s contract is void. 

. A married man aged nineteen is not a minor. 

. A minor is liable for his torts. 

. A specialty contract must be in writing. 

. The death of either party before acceptance 


causes an offer to lapse. 


. The contract lacks consent unless the mind has 


grasped the nature of the contract. 


. Fraud may void a contract. 
. A contract is voidable for misrepresentation. 
. Undue influence is the improper use of power 


over the mind. 


. Past consideration will not support a contract. 
. A wagering contract is illegal. 
. Contracts in complete restraint of trade are 


legal. 


. Oral evidence may be admitted to contradict a 


written contract. 
[ OVER ] 


( ) 21. A breach of warranty entitles the buyer to re- 
pudiate the contract. 
) 22. Legal impossibility operates as a discharge. 
( ) 23. A promissory note is outlawed in ten years. 
( ) 24. A tenant may with his landlord’s consent assign 
his interest in a lease. 
( ) 25. Contracts for the sale of land must be written. 
( ) 26. Stolen money in the hands of an innocent holder 
for value may be recovered. 
( ) 27. Only persons who have title to property can 
legally sell it. 
( ) 28. A pledge with a bank for a loan is known as col- 
lateral security. 
( ) 29. A warehouse receipt is a negotiable instrument. 
( ) 80. Three days of grace must be allowed on a bill 
payable on demand. 


Il. In the bracket following the list of terms on the left, 
place the number of the proper definition selected from 
the list on the right. 


(Value, e205 eli 20) 
(a) Caveat emptor (in) 1. Finding of a jury. 
(b) Civil law (yas) 2. One who gives evidence. 
(c) Codicil (aa) 3. Beyond its powers. 
(d) Dower (a 4. Charge for money be- 
(e) Eviction (a) yond legal rate. 
(f) Executor (oP?) 5. The right to property. 
(g) Proxy Ci) 6. False evidence in court. 
(h) Replevin fo%) 7. Money offered legally to 
(1) Subpoena (an) pay a debt. 
(7) Verdict (ona) 8. Make up a list of jurors. 
(k) Act of God (aa 9. Let the buyer beware. 
(l) Impanel ne} 10. The law of citizens. 
(m) Legal tender Oa) 11. Supplement of a will. 
(rn) Libel (a) 12. Dispossess a tenant. 
(0) Oath (eu) 18. Action to recover pos- 
(p) Perjury i) session. 
(q) Title (aan) 14. Inevitable accident. 
(vr) Ultra vires (aa) 15. Interest of wife in hus- 
(s) Usury (ve) band’s estate. 
(t) Witness (Ry) 16. A person appointed to 


carry out a will. 

17. Person empowered _ to 
act for another. 

18. A writ requiring a per- 
son to appear. 

19. Printed matter injur- 
ing someone. 

20. A pledge verifying state- 
ments made. 


III. State the decision and give reasons for your answer 
to each of the following cases. . 


(Value, 10 x 5=— 50) 

1. A clerk left temporarily in charge of his employer’s 
store suspected that a customer had stolen a watch, de- 
tained her and sent for the police. The customer was 
searched but no watch was found. She later sued the owner 
for damages. Is he liable? 


2. Jones enters into a contract with Alderman Smith 
agreeing to pay him $100 if he will use his influence to 
pass a certain by-law. The by-law is passed but Jones 
doesn’t pay. Smith sues Jones. 


3. Taylor sells 100 bushels of wheat to Blake for $1.50 
a bushel for which it is agreed he will pay on the first day 
of the following month. The wheat is sacked ready for 
Blake to call for it. Blake tenders payment according to 
agreement but wheat having risen to $2.00 a bushel Taylor 
refuses to deliver. Can Blake enforce delivery? 


4. Watson delivers horses to Campbell to be kept through 
the summer. Campbell pastures the horses near the rail- 
road. Campbell’s hired man leaves the gate to the pasture 
open and one of the horses gets on the track and is killed. 
Whose loss is this? 


5. Fitzpatrick has a fire insurance policy protecting him 
from loss due to fire. A fire broke out in a neighbouring 
building and smoke and water damaged the home of Fitz- 
patrick. Fitzpatrick seeks to recover for the loss caused. 
Will he succeed? 


6. Smith, Jones and Robinson were co-partners in the 
business of buying and selling land. Jones, unknown to 
Smith and Robinson bought and sold in his own name 
several parcels of land and made a profit of $10,000 for 
himself. Smith and Robinson on learning this brought an 
action to compel Jones to turn this $10,000 over to the part- 
nership. Will they succeed? 


7. Butler forged Martin’s name as maker of a note. 
The note was negotiated to Bell a holder in due course. Bell 
demands payment from Martin which was refused. May 
Martin be held liable? 

[OVER] 


8. Wilson contracts to dig a well 30 feet deep for $500.00 
for Mason. After digging 20 feet he strikes rock and refuses 
to dig deeper unless he is paid $100 extra. Mason agrees to 
pay this but when the well is finished refuses to pay the 
extra $100. Wilson sues. 


9. Burns rented a store for a period of two years and 
drew up a lease. When business became poor Burns wishes 
to break the lease after six months’ occupancy. Has he the 
right to do so since the landlord is a minor? 


10. Thomson, a very sick man, is having his will dawn 
up. His will is read to him and he signs it. The will is 
then taken to a distant kitchen where his two nurses sign 
as witnesses, but not in his presence. Is the will valid? 
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OFFICE PRACTICE — GRADE XII 
Time —Z hours 





1. Mr. R. T. Kerr is the Manager of L. R. Benson & 
Company, makers of Fine Furniture, of Portland, Ontario. 
Mr. Kerr instructs you to send a copy of the following 
letter to Miss M. E. Cooke, the French teacher at Portland 
High School, to be translated: 


Lille, Nord, France, 
le 20 mai 1951. 

L. R. Benson & Co., 

Portland, Ontario, 

Canada. 


Messieurs, 


Nous avons recu par courrier de ce jour votre lettre 
du 4 ct., dans laquelle vous demandez un escompte addi- 
tionnel pour votre facture du 15 avril. Vu que les prix de 
la matiére premiére sont toujours croissants, il nous est 
impossible de vous accorder la réduction que vous deman- 
dez. 

Nous vous prions de prendre bonne note que nous 
vous avons toujours donné les derniers prix, et que nous 
vous avons fait part plusieurs fois que quand il s’agit de 
fortes commandes, nous donnons un rabais additionnel 
de 2%. 

Méme en espérant de recevoir des fortes commandes, 
si la hausse de la matiére continue 4 s’accentuer il nous 
faudra discontinuer nos méthodes présentes. 

Nous avons tardé a prendre cette mesure, et nous 
appelons votre bienveillante attention sur le fait que ceci 
est devenu nécessaire par la marche toujours croissante 
du cours des prix de la matiére premiére. 

Dans l’espoir de recevoir sous peu une commande 
importante, agréez, Messieurs, nos sincéres salutations. 

JEAN A. PAQUETTE ET FRERES. 


(a) Set up a copy of the letter. (Value 15) 
[ OVER | 


(b) Type a suitable letter to Miss Cooke; enclose a 
stamped addressed envelope for her reply. (Value 10) 


2. Set up the Cafeteria Inventory of L. R. Benson & 
Company as at May 31, 1951, in four columns headed Quan- 
tity, Items, Unit Cost, and Value. Complete the extensions 
and show the Total Value. 

13 cases Coca Cola at $1.20; 14 cartons Cones at 33c; 
7 boxes Straws at 30c; 5 boxes Peanuts at 88c; 13 boxes 
Chocolate Bars at $1.47; 6 boxes Life Savers at 90c; 10 
pints Chocolate Milk at 12c; 2 quarts Milk at 16c; 1 pound 
Butter at 61c; 2 pounds Margarine at 30c; 3 boxes Salt 
at 8c; 2 pounds Pepper at $1.10; 14 pounds Nutmeg at 
$1.25; 7 bottles Chilli Sauce at 27c; 1 gallon Mustard at 
90c; 8 jars Peanut Butter at 40c; 1 tin Custard Powder 
at 45c; 6 pounds Tea at 94c; 2 pounds Coffee at 88c; 18 
pounds White Sugar at 9c; 2 pecks Potatoes at 45c; 48 
tins Tomatoes at 18c; 66 tins Vegetable Soup at 8c; 30 
tins Chicken and Rice Soup at 14c; 38 tins Peas at 12c; 
34 tins Pork and Beans at 18c; 16 tins Pineapple at 34c; 
3 tins Fruit Salad at 28c; 4 tins Peaches at 29c. 
(Value 20) 


3. Mr. Kerr is the Secretary of the Committee sponsor- 
ing the Squadron of Air Cadets at Portland High School. 
He asks you to set up an announcement for the forthcom- 
ing inspection: 


Royal Canadian Air Cadets — Portland High School 
— Squadron 342— Annual Inspection — Portland High 
School Grounds — June 28, 1951, 2:45 p.m. Reviewing 
Officer —S/LG. Carter, D.F.C.; Attending Officer — 
F/L G. Lewis, D.F.C. Personnel of Squadron: Command- 
ing Officer —S/L D. F. Brown; Adjutant—F/L H. J. 
Adams; Equipment Officer —P/O E. Jones; Squadron 
Chaplain — Dr. M. J. Howson; Instructors—F/L R. K. 
Simpson and Lt. R. 8. Roberts; Bandmaster — Lt. W. T. 
Thomas; Squadron Sergeant-Major—W/OI Gordon 
Davis. Civilian Committee: Dr. M. J. Howson; Mr. L. K. 
Reed; Mr. W. S. Wilson; Mr. R. T. Kerr. 
(Value 10) 


4. The President of the Office Employees’ Association 
of L. R. Benson & Company asks you to: 

(a) Prepare a notice for the Bulletin Board announc- 

ing a special collection on June 29, 1951, in aid of Portland 


Boys’ Camp. Include in the notice the fact that the 
Directors of the Company have promised to contribute a 
sum equal to that raised by your Association. (Value 10) 

(b) Set up in tabulated form with suitable headings 
or following summary of salaries now being paid in your 
office: 


Monthly salaries for accountants range from $120 to 
a maximum of $300, with a median of $225. Bookkeepers 
begin at $120; top salary, $200; median, $150. Steno- 
graphers begin at $110; top salary, $170; median, $125. 
Typist begin at $100; top salary, $150; median, $120. 
Machine calculators begin at $100; top salary, $115; 
median, $105. General office clerks begin at $90; top salary, 
$110; median, $95. Messengers begin at $80; high, $90; 
median, $80. ; 

(Value 10) 


5. See Question 1 above. 
(a) Why do many office managers instruct typists 
to make two copies of a letter such as this, rather than just 


the one that is needed? (Value 2) 
(b) Where would you keep the original incoming 
letter pending Miss Cooke’s reply? (Value 2) 


6. See Questions 3, 4 (a), and 4 (b) above. Give your 
reasons for doing, or not doing, this work within regular 
office hours and using office supplies. (Value 4) 


7. Outline the probable contents of the drawers in a 
secretarial desk. (Value 5) 


8. While the regular girl is out on her “break’’, you are 
in charge of the switchboard. Tell to what Departments 
you would refer the following calls and briefly state the 
reason for your choice: 


(a) Mr. Atkinson of the Income Tax Department 
wishes to discuss the Company’s method of reckoning 
depreciation for income tax purposes. 

(b) Mr. Lemon has purchased a furniture store in 
North Bay and is interested in carrying L. R. Benson & 
Company’s products. 

(c) Mr. Johnston, General Manager of the Johnston 
Furniture Stores in Hamilton, is most indignant because 


[OVER ] 


his company has been notified that, in future, they will be 
required to pay cash for any merchandise obtained from 
L. R. Benson & Company. 

(d) Mr. Edmonds of the Northern Lumber Company 
has a supply of fine oak and mahogany lumber which he 
feels could be used to good advantage in the manufactur- 
ing of furniture. (Value 4.303 ==si23 
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INSTRUCTIONS: For the General Course, dictate at 100 w.p.m.; 
for the Secretarial Course, dictate at 120 w.p.m. Allow time 
for each address, and one-minute interval after each letter; 
ten minutes for revision of notes and fifty minutes for tran- 
scription. The letters may be set up in any approved style, but 
must be mailable to obtain the mark assigned. Dictionaries 
should be available and proper erasures allowed. 

The letters are counted in groups of 20 standard words of 
1.4 syllabic intensity. 
Ti; 
Mr. W. Leo Pearce 
304 Third Avenue 


Ottawa, Ontario 
Dear Sir: 


We thank you for remembering us in connection with 
the requirements outlined in your letter/ of December 4. 

At the present time our facilities are so overtaxed 
because of the large amount of/ uncompleted work and the 
difficulty of getting raw materials that we are compelled 
to decline/ all orders. As soon as we can complete a part 
of our present orders we hope to be given another/ oppor- 
tunity to do business with you. In the meantime we trust 
that you will have no difficulty in finding/ some other 
source of supply. 

When our situation improves, we shall have our Mr. 
Smith call on you as we/ value your business and should 
like to number you among our regular customers. 

Yours very truly,/ 
(Value 15) (140) 
i 


Mr. James C. Hurley 
47 St. James Place 
Vancouver, B.C. 
Dear Sir: 
Attached is a specimen of the work of our paper fas- 
tener. We have sold thousands of these/ fasteners and, if 
[ OVER ] 


you are not using them, you are missing one of the best 
devices designed for saving time/ and money. 

You do not have to look for pins, clips or staples 
when you have papers to fasten together. Have one/ of 
our fasteners handy and you will be surprised how 
quickly the job can be done. 

We supply these fasteners/ in two models at $2 and 
$2.50 per thousand, postpaid. Let us send you one or both 
models/ for ten days’ trial, all charges prepaid. After ten 
days’ examination, if they are not all we say, send them/ 
back at our expense. 

Yours very truly, 
(Value 10) (128) 


Til. 


Mr. John H. Thomas 
821 Bedford Avenue 
Syracuse, New York 


Dear Sir: 


The enclosed circular concerning this company will 
be of interest to you, regardless of / whether you wish to 
invest in any of the 8% cumulative preferred stock which 
is being offered / to obtain funds for the enlargement of 
our gas electric plants. 

I believe this preferred stock is good / investment. 
At any rate I wish the consumers of this company to have 
the first opportunity to invest /in it and thereby become 
part owners of our property. This circular is sent to you 
to give you that / opportunity. 

If you wish to enter a subscription or to make any 
further inquiries, you may do so at/the office of this 
company, 34 Hudson Boulevard, Yonkers, or at the office 
of the selling agent,/ the United Mortgage Corporation, 
128 Broadway, New York. You may buy one share or as 
much / more as you wish. 

Whether you buy any of our stock or not, we shall 
continue to give you the best service we can./ 

Very truly yours, 
(Value 20) (183) 


IV. 


Munson Typewriter Company 
561 Stafford Building 
Broadway at 28th Street 

New York, New York 


Attention of Mr. W. H. Smith 


Gentlemen: 


I am preparing for publication a manuscript of dic- 
tation material to be used / in office training classes, and 
I am seeking your aid in getting samples of actual busi- 
ness letters. 

I /do not wish to pry into any business secrets, but 
I should like to get examples of real business / situations 
as shown in incoming letters and answers. It would be 
especially helpful if you could let me / have some corre- 
spondence pertaining to a situation in which several 
letters were required to close the / matter. Of course, all 
names appearing in the letters will be changed. 

Your cooperation in furnishing this / material will 
help bring into the classroom letters of a more practical 
nature than those found in the average / textbook. May 
I count on you? 

Yours very truly, 
Walter B. Brower 
(Value 15) (149) 


V. 


Messrs. F. H. Sherbrooke & Sons 
174 Third Avenue West 
Owen Sound, Ontario 


Gentlemen: 


The policy we have followed of studying the market 
closely and buying in bulk at the / favorable moment has, 
over a period of ten years, proved sound and profitable, 
not only to us, but / also to our customers. In the face of 
keen competition we have been consistently able to make 
very / favorable quotations. 


[ OVER | 


We have been aided in our buying plans by the will- 
ingness of our customers to / adhere to our credit regu- 
lations arrived at after some close figuring. Your co- 
operation has been / particularly appreciated and if, with- 
out inconvenience, you can let us have a cheque for the ip 
amount of your account, you will be helping us again to 
go forward with new plans in the interest of better / 
business. 

Advice from our sales department indicates that 
generous shipments are coming in next week. Some very/ 
attractive deigns are included and descriptive circulars 
are on the way to you. 

We hope that you are / enjoying a prosperous season. 

Yours truly, 
(Value 20). .* (188) 


Vile 


Thought is the act of producing adequate ideas by 
mental processes. te : 

You can improve yourself by / thinking. Until you 
link your brain to some high purpose, you will be com- 
pelled to remain on the level of those who are / just ordi- 
nary in accomplishment. Such people are neither a success 
nor a failure. Think constructive thoughts / and you will 
grow. Think more and you will be compelled to labor less. 
Thinkers always have been, and thinkers always will oh 
be, leaders. Thought wisely directed and translated into 
action has changed the destiny of countless / individuals, 
of nations, or races. The mind is strengthened by thought 
just as exercise adds vigor to the body. / No man can 
think in vain though his thoughts be errors. The hardest 
kind of hard work is. fruitless. unless. directed by / the 
power of thought. Agate ees ' 

Within your power lies the fulfilment of your highest 
aims. Train yourself to think straight and to / put to the 
right use the fruit of your best thoughts, and you can 
satisfy your highest ambition. There can be no / private 
thought, no personal action, that does not some day write 
itself into the history of your life. What you think / shows 
in the windows of your soul. 

(Value 20) (204) 











